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A. PROCEDURES - REASONABLE SUSPICION TESTING

An employee who may possibly be under the influence of alcohol and/or
controlled substances is observed by a supervisor.

Any employee may identify someone suspected of alcohol and/or controlled
substance to any supervisor. Employees should realize, however, that it is against
District policy to make falsc or malicious statcments about other employees and
doing so can result in disciplinary action being taken against the offending
employee. However, the supervisor must witness first hand the employee's signs
and symptoms.

The supervisor is then obligated to insure that the matter is immediately
investigated. If possible, two supervisors determine (independently or together)
that the employee in question may indeed be under the influence of alcohol
and/or controlled substances.

When the supervisor(s) suspect and believe that the employee may be under the
influence of alcohol and/or controlled substances, the employee is then
immediately suspended from duty (with pay) and driven by District staff (or
others designated) to the District specified collection site. Because of a testing
facility requirement, the employee in question must show proof of identification,
such as a photo drivers license or state-issued photo identification card.

Whenever practical, an Administrator should be notified in advance of the
employee being taken to the collection site.

At the collection site, the employee will be required to submit a urine sample in
the event that controlled substances are suspected or a breath sample in the event
that alcohol intoxication is suspected to the on-duty technician. Care will be
taken to providc the cmployec with maximum privacy without compromising
the integrity of the sample.

The District will take precautions to prevent the employee being tested from
going back to work and driving their own car home. Instead, the employee will
be given assistance in obtaining a ride home from the collection site.

The employee whose test results are negative (0.02 alcohol concentration or
less) will be rcinstated. The employee whose confirmation test results indicate
an alcohol concentration greater than 0.02 but less than 0.04, will not be
permitted to return to duty or perform a job function for 24 hours after
administration of the test. The employee whose confirmation test result indicates
an alcohol concentration of 0.04 or greater for alcohol will be immediately
terminated.
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7. The employee whose controlled substance test results are verified negative will
be reinstated. The employee whose controlled substance test is verified positive
by the Medical Review Officer will be immediately terminated

B. PROCEDURES - RANDOM TESTING

1. The compliance company notifies the supervisor to send the employee to the
collection site for alcohol and/or controlled substance testing.

to

The supervisor notifies the employee to go to the collection site for alcohol
and/or controlled substance testing immediately. Because of a testing facility
requircment, the cmployee in question must have proof of identification, such as
a photo drivers license or state-issued photo identification card.

3. At the collection site, the employee will be required to submit a urine sample in
the event that controlled substances are to be tested for, or a breath sample in the
event that alcohol is being tested for to the on-duty technician. Care will be taken
to provide the employec with maximum privacy without compromising the
integrity of the sample.

4. The employee whose test results are negative (0.02 alcohol concentration or less)
will be reinstated. The employec whose confirmation test results indicate an
alcohol concentration greater than 0.02 but less than 0.04, will not be permitted
to return to duty for 24 hours after administration of the test. The employee
whose confirmation test result indicates an alcohol concentration of 0.04 or
greater for alcohol will be immediately terminated.

5. The employee whose controlled substance test results are verified negative will
be reinstated. The employee whose controlled substance test is verified positive
by the Medical Review Officer will be immediately terminated.

C. PROCEDURES - POST ACCIDENT

1. The employee notifies a supervisor that an accident has occurred.

2. The supervisor determines that the circumstances of the accident warrant a
post-accident test when a citation was issued or a fatality occurred. Thereafter,
the supervisor directs the employee to immediately go to the collection site for
alcohol and controlled substance testing. Because of a testing facility
requirement, the employee in question must have proof of identification, such as
a photo drivers license or state-issued photo identification card.

3. At the collection site, the employee will be required to submit a urine sample
for controlled substances and a breath sample for alcohol testing to the
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on-duty technician. Care will be taken to provide the employee with maximum
privacy without compromising the integrity of the sample.

4. An Administrator will be notified that an accident has occurred and that the
employee was instructed to go to the collection site.

5. The employee whose test results are negative (0.02 alcohol concentration or
less) will be reinstated. The employee whose confirmation test results indicate
an alcohol concentration greater than 0.02 but less than 0.04, will not be
permitted to retun to duty or perform a job function for 24 hours after
administration of the test. The employee whose confirmation test result indicates
an alcohol concentration of 0.04 or greater for alcohol will be immediately
terminated.

6. The employee whose controlled substance test results are verified negative will
be reinstated. The employee whose controlled substance test is verified positive
by the Medical Review Officer will be immediately terminated.

D. PROCEDURES - CHAIN OF CUSTODY FOR CONTROLLED SUBSTANCE
SPECIMENS

l. At the time a specimen is collected, the employee will be given a copy of the
specimen collection procedures.

2. Urine will be in a wide-mouthed clinic specimen container which will remain in
full view of the employee until split, transferred to, sealed and initialed in two
tamper-resistant urine bottles.

3. Immediately after the specimens are collected, the urine bottles will, in the
presence of the employee, be labeled and then initialed by the employee. If the
sample must be collected at the site other than the controlled substance and/or
alcohol testing laboratory, the specimens will then be placed in the transportation
container. The container will be scaled in the employee's presence and the
employee will be asked to initial or sign the container. The container will be sent
to the designated testing laboratory on that day or the earliest business day by the
fastest available method.

4. A chain of custody form will be completed by the on-duty technician during the
specimen collection process and attached to and mailed with the specimen.

E. PROCEDURES - SPECIMEN COLLECTION OF STRANGE AND/OR
UNRECOGNIZABLE SUBSTANCES
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1. An employee is observed with a strange and/or unrecognizable substance.

2. The supervisor, in the presence of a witness, places the strange and/or
unrecognizable substance into a clear plastic bag. The bag is scaled, labeled and
signed by both the supervisor and a witness.

3. An incident report is made and signed by both the supervisor and a witness.

4. The plastic bag containing the specimen and a copy of the incident report is
taken to the collection site for transportation to the laboratory for analysis.

F. PROCEDURES - ALCOHOL CONCENTRATION

1. The employee and the on duty Breath Alcohol Technician (BAT) complete the
alcohol testing form to ensure that the results are properly recorded.

2. After an explanation of how the breathalyzer works, an initial breath sample is
taken.
3. If the results of the initial test show an alcohol concentration of 0.02 or greater a

second or confirmation test must be conducted. The confirmation test must not be
conducted less than 15 minutes after, nor more than 20 minutes after the
screening test.

4. The confirmation test will utilize Evidential Breath Testing devices that prints out
the results, date and time, a scquential test number, and the name and serial
number of the Evidential Breath Testing device to ensure the reliability of the
results.



OLIVEHURST PUBLIC UTILITY DISTRICT

II.

III.

Standard Distict Policy:
Smoking

Purpose:
To implement a policy for use by OPUD personnel regarding smoking/no smoking areas
relative to OPUD vehicles and OPUD facilities.

Guidelines / Procedure:

Smoking of any tobacco products is prohibited in any OPUD vehicle and all inside areas
of each OPUD facility. Smoking is to be limited to areas outside of OPUD buildings, at
least 20 feet from any main exit, entrance, or operable window and outside of vehicles at
ALL times. Violation of this policy is grounds for disciplinary action.

Authorization:
California Government Code Sections 7596-7598 states that smoking is prohibited within
20 feet of a main exit, entrance, or operable window of a public building.

California Labor Code, Section 6404.5 establishes smoking restrictions within public
facilities. The intent of this policy is to comply with all provisions of the California
Labor Code.

Timothy R. Shaw
General Manager
OLIVEHURST PUBLIC UTILITY DISTRICT
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